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This process guide provides instruction on the functional steps to create a Purchase Requisition (PR) in the 
Guided Buying view of NC eProcurement.  A PR is a request to buy goods or services that is created 
electronically.  Users can add items from Statewide Term Contract (STC) using the catalogs and Punchout 
catalogs or request an item(s) that is not on STC, which is called a non-catalog item.   
    

I. Adding Catalog Items  
 
If an item appears in the NC eProcurement catalogs, it is on a Statewide Term Contract (STC) negotiated on 
behalf of the State of North Carolinaôs buyers by the Division of Purchase & Contract (P&C).  Users may add 
catalog items to their PR by utilizing the catalog search functionality.   
 

1. There is no need to initiate a PR in Guided Buying; users just need to search for the item(s) being 
purchased and add them to the shopping cart.  Catalog items can be searched for by using the óSearch 
Barô or óTiles.ô 

 

 
 

2. If using the óSearch Bar,ô enter the desired search criteria (i.e., óKeyword,ô óSupplier Part #,ô 

óManufacturer,ô óStatewide Contract ID,ô or óCategoryô) and click the magnifying glass or press óEnter.ô 

Note:  The óSearch Barô will suggest results based on whatôs been entered before the search is complete 

and has a ñfuzzyò nature to it, meaning that the system will attempt to return results that sound like the 

entered search criteria, not just match the results to the exact text of the search. 

 

 

Enter free text in the óSearch 

Barô above or click on a óTileô 

to be directed to items 

grouped in the category title. 

Enter the desired search 

criteria in the óSearch 

Bar,ô and click the 

magnifying glass icon 

when complete.  Note 

that the system will make 

related search 

suggestions. 
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3. If beginning a search via óTiles,ô click on the óTileô that best represents the type of item desired. 
 

 
 

4. A sub-screen will appear with additional, more-specific óTilesô to direct the purchase.  Click on the one 
that, again, best represents the type of item desired. 

 

 
 

5. After conducting the search, the results page will be displayed.  It will provide further options for refining 
the search and evaluating the results. 
 

6. The óRefine Resultsô panel on the left will provide options to allow users to refine results.  Those options 
will automatically appear and are dependent on the search results.  Select an option from this menu to 
see only those results matching the specified criteria.  The possible fields include óSupplier,ô 
óManufacturer,ô óCategory,ô óKeyword,ô or óPrice,ô and the subsequent number displays the amount of 
options that will display if the box next to the suggestion is checked. 
 

 

If the user is interested in 

purchasing items that could 

be described as óJanitorial 

Products,ô they should 

click on that óTileô to see 

pre-sorted options. 

 

On the sub-screen for the 

óTileô selected, additional, 

more-specific óTilesô will 

appear.  The user should 

select the one that best 

represents the type of item 

desired. 
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7. Clicking the drop-down next to óSort Byô allows users to sort the search results based on óRelevance,ô 
óPrice high to low,ô or óPrice low to high.ô 
 

a. óRelevanceô places the items with the best or most complete match near the top. 
 

b. óPrice high to lowô places the most expensive items closer to the top. 
 

c. óPrice low to highô places the least expensive items closer to the top. 
 

8. Click the blue left-arrow next to óSearch Resultsô to return to the previous page of results or click on óNC 
eProcurementô in the top left of the screen to reset the search results altogether. 

 
9. A maximum of eight catalog items will display on the results page.  To unveil more results, click on óMoreô 

beneath the last result. 
 

 
 

10. Each catalog item on the results page will provide a description of the item, the supplier of the item, the 
price of the item, and the unit of measure for the item. 
 
Note: Suppliers can provide pictures for their catalog items, but not all items will have a picture.   
 

  

To completely reset the search, click on 

óNC eProcurementô in the top left, or click 

the left-arrow next to óSearch Resultsô to 

navigate back to the previous search input. 

Click the dropdown next to óSort byô to 

change the order in which the results are 

displayed. 

 

Checking the box next to one of the 

suggestions in the óRefine Resultsô panel 

will return only results that fit those 

criteria. 

Click óMoreô to expand the set of returned 

catalog items beyond the initial eight. 
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11. If the user hovers their cursor over a catalog item, it will be surrounded by an expanded blue rectangle 
with an option to select the quantity desired and click the óAdd to cartô button. 

 

 
 

12. For more information about the item, click on it to display a detailed view.   

 

 
 

 

 

 

 

Hover over a catalog item unveil 

the ability to select the quantity 

desired and click óAdd to cart.ô 

The detailed view shows the same information 

from the results page, including the ability to select 

a quantity and óAdd to cart,ô but it also displays 

more detailed information in the óSpecificationô 

section, such as óSupplier Part #,ô lead time, 

weblinks for the supplier and manufacturer, the 

óStatewide Term Contract ID,ô and the óBid 

Numberô among others. 
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13. Some catalog items are placeholders for additional ordering instructions. Items containing additional 
ordering instructions will reflect a price of ó$0.00000 USDô and will contain the necessary steps in the item 
description.  Users should refer to those instructions when adding this type of item to their PR. 

 

 
 

14. Items with ó(DIST)ô in front of their description indicate that the item is supplied by a distributor, not 

necessarily the STC vendor.  Multiple seemingly identical catalog items will appear for the same product, 

but they will have different suppliers listed.  The user may choose any of the items as they are the same, 

but they will be delivered from a different location.  In essence, the user will be choosing based on the 

óSupplierô listed, perhaps taking proximity to the distributorsô locations into account. 

 

 

Items with a price of 

ó$0.00000 USDô will 

contain additional 

ordering instructions in 

the item description. 

Items with ó(DIST)ô in front of the 

description will be displayed 

multiple times. The only 

difference in the products being 

the óSupplier.ô  Users may 

choose any of the similar items in 

this instance, as they will all be 

the same, theyôll just be shipped 

from a different locations. 

Two identical items 

besides the different 

óSupplier.ô 
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15. Enumerations are STC items that have specific attributes associated with them and that require the user 

to select a preferred option before the item is added to the Purchase Requisition (e.g., size, color, delivery 

options).  When an Enumeration item is returned in a search, the user will not have the option to óAdd to 

cart,ô but rather to óSelect.ô  On the subsequent item details page, the system will display the options for 

the user to choose.  The user will need to select the preferred option before clicking óAdd to cart.ô 

 

 
 

16. Within the detailed view, select the preferred option (in this case óColorô).  A blue border will surround the 
selection.  The user can now click óAdd to cartô without receiving an error message. 

 

 
 

  

Catalog Enumeration items will 

display a óSelectô button.  Click that 

button to see the detailed view and 

select the preferred option. 

A blue box will surround the 

selected preferred option, and 

the óAdd to cartô button will 

be clickable. 
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17. If a user finds the desired item and clicks óAdd to cartô (from either the results page or the detailed view), 

a red bubble indicating the number of items they have in their cart will display above the shopping cart 

icon in the upper right.  A drop-down box will give the user an opportunity to óCheck outô and complete 

the purchase if that is the only item intended for inclusion on this PR, or the user can click the óXô to 

continue shopping for another item on this particular STC, or click óDeleteô if the item was added in error.  

 

 
 

18. If multiple items are added to the cart, it will be reflected in the red bubble above the shopping cart icon 
and in the drop-down box.  By clicking óCheck outô at this point, all items listed will be added to the PR. 

 
 Notes:  

¶ If the user does not click óCheck outô at this point, the items will remain in the cart until they are 
either deleted or the user clicks óCheck outô at a later time. 

 

¶ Multiple catalog items can be added to the same PR, but they have to be from the same STC.  
The system will prevent items from more than one STC to be included on the same PR, and the 
user will be notified with an error message.  For this reason, a óNon-catalog itemô cannot be 
added to a PR with a catalog item already on it. 

 

 

Click the óXô to continue shopping for more 

items from this STC. 

Click óDeleteô if the item was added in error 

and needs to be removed from the cart. 

Click óCheck outô if all desired items are in 

the cart and the user is ready to complete 

this PR. 

Two different places will notify the user 

as to how many items are in their cart. 
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II. Adding Catalog Item Favorites 
 
Users may add specific Statewide Term Contract (STC) items to a favorites list for quick reference.  Catalog items 

saved as favorites are updated as the catalog item is updated (e.g., price, description).  To utilize catalog 

Favorites, users must first define óFavorites Lists.ô  Specific catalog items can then be added to a defined 

Favorites List.   

Note: óFavorite Itemsô from Expert View do not carry over into Guided Buying and vice versa.   

1. To define a óFavorites List,ô execute a catalog search for the desired item. 
 

2. Click the óAdd to Favoritesô link. 
 

 
 

3. The óFavoritesô popup will display.  Click óCreate new list,ô type the name of the list, and click óDone.ô  
The item will be added to that list. 

 

 
 

Click the óAdd to Favoritesô link 

on the selected item. 

Click óCreate new list,ô enter 

a name, and click óDone.ô 
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4. The same item may be added to multiple lists by checking the box next to each list and clicking the 
óDoneô button.  If the item already exists in a list, the user will receive a notification that the óItem is 
already in Listô and that list will be unable to select. 

 

 
 

5. Users can manage their óFavorites Listsô by clicking on óYour Favoritesô near the top of the page.  New 
lists can be added from this page by clicking óCreate new list,ô the names of existing lists can be edited 
by clicking the pencil icon, or lists can be permanently deleted by clicking on óDeleteô in the top right of 
each list.   

 

 

A notification will appear if 

that item has already been 

added to a list. 

The same item can be added 

to multiple óFavorite Lists.ô  

Click on óYour Favoritesô to 

view existing óFavorites Lists.ô 

Create a new list or 

delete an existing list. 

Edit the name of an 

existing list by clicking 

the pencil icon. 
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6. Add an item from a óFavorites Listô to the cart by clicking óAdd to cart,ô or delete the item from the list by 
clicking the óXô in the top right corner of the item.  A confirmation screen will appear asking the user if they 
are sure they wish to remove the item from the list, to which they can click óYesô or óCancel.ô 
 

 
 

III. Adding Punchout Catalog Items 
 

Some State of North Carolina Statewide Term Contract (STC) suppliers have created punchout websites 

containing negotiated term contract items.  These punchout sites are accessible through the NC eProcurement 

term contract catalogs.  A punchout site is a website created and maintained by the supplier specifically for the 

State of North Carolina.  Users do not need to enter a new user ID or password to enter the supplierôs punchout 

site.  The supplierôs website will automatically recognize users from NC eProcurement, and after the buyer has 

selected items on the supplierôs website, the items are automatically transferred into NC eProcurement as line 

items on the Purchase Requisition (PR).  Once completed, the purchase order will be delivered to the supplier 

through NC eProcurement. 

 

1. There is no need to initiate a punchout catalog purchase in Guided Buying; users just need to search for 
the item(s) they would like to buy and add them to their shopping cart.  Catalog items can be searched for 
by using the óSearch Barô or óTiles.ô 
 

 

Add the item to the óShopping Cartô 

by clicking óAdd to cart,ô or remove 

it from the óFavorites Listô by 

clicking the óXô in the top right. 

Enter free text in the óSearch 

Barô above, or click on a óTileô 

to be directed to items 

grouped in the category title. 
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2. If using the óSearch Bar,ô users can enter the desired search criteria and click the magnifying glass or 
press óEnter.ô 

 
Note: Searches by óCategoryô (ex: Office Supplies), óSupplierô (ex: FSI), or óStatewide Contract IDô (ex: 
615A) will return results that may lead the user to a punchout catalog.  Alternatively, if the user enters the 
keyword óPunchoutô in the óSearch Bar,ô the only results returned will be links to punchout catalog sites. 

 
3. Punchout catalog results will not show individual items with prices like standard catalog items.  A tile with 
the supplierôs name followed by óPunchOut Catalogô will display for every available punchout catalog. 
 

4. If the user hovers their cursor over the punchout catalog tile they wish to purchase from, it will be 
surrounded by an expanded blue rectangle and an option to click óBuy from Supplierô which will take the 
user to the supplierôs punchout catalog.   
 

 

5. If beginning a search via óTiles,ô click on the óTileô that best represents the type of item desired. 
 

 

Hovering the cursor above the 

desired supplier punchout will 

reveal a óBuy from Supplierô 

button the user can click to 

search the supplierôs punchout 

catalog items. 

Typing ópunchoutô in the search 

bar will yield only punchout 

suppliers on the results page. 

If the user is interested in 

purchasing items that could 

be described as óOffice 

Supplies,ô they should click 

on that óTileô to see pre-

sorted options. 
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6. A sub-screen will appear with additional, more-specific óTilesô to direct the purchase.  If a punchout tile 
appears, hover the cursor above the tile and click óBuy from Supplierô to be taken to that supplierôs 
punchout catalog. 

 

 
 

7. The user will be directed to the supplierôs punchout catalog site.  The page will still be branded with óNC 
eProcurementô at the top, but the content of the site will be maintained by the supplier.  Since the 
individual supplier creates their own punchout site, each site may differ in appearance and navigation; 
however, each site will have the same basic logic.  When shopping on a punchout site, users will add the 
desired items to the shopping cart on that site, then click óSubmitô to automatically send the selected 
items back to their óNC eProcurementô shopping cart. 

 
Note: If a buyer decides to end a punchout shopping session before any items are selected, they may 

return to the PR by clicking on óClose Session.ô. 

 
 
 

Hovering the cursor above 

the desired supplier punchout 

will reveal a óBuy from 

Supplierô button the user can 

click to search the supplierôs 

punchout catalog items. 

 

When the user is done searching for their items on the 

supplierôs punchout site, click óSubmit Cartô to send 

the items back to the PR. 

If the user did not add any items, they can click 

óClose Sessionô to return to óNC eProcurement.ô 
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8. Once the punchout item(s) have been added to the PR, if there is a need to edit the quantity of the item or 
to add additional punchout items from that catalog, the user will have to make those edits back on the 
supplierôs punchout catalog site and re-submit their cart.  To access the site directly from the PR, click on 
the óDescriptionô of any of the line items. 

 

 
 

IV. Adding Non-Catalog Items 
 

Users may manually add ónon-catalogô items to a Purchase Requisition (PR) when a catalog item is not available 

or when they are ordering from a vendor that is not on a Statewide Term Contract (STC). 

 
1. From the Guided Buying home page, click on óRequest non-catalog itemô to enter product information 

on the subsequent óNon-catalog requestô page.  

 

 
 
 
 
 
 
 
 

Click the item óDescriptionô to return 

to the punchout catalog to edit or add 

items to the PR if necessary. 

Click on óRequest a 

non-catalog itemô to 

initiate the Purchase 

Requisition. 


